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Job Postings Help 
 
Job Postings are job openings that a member desires to post for consumer viewing on the Job 
Postings area of your chamber’s website.  
 
To view Job Postings  
 
1. Click on Job Postings in the left-hand navigation bar.  
 
2. The existing Job Postings will display. See Figure 5-5.  
 
 

 
 
FIGURE 5-5 Job Postings  
 
 
To add a Job Posting  
 
1. Click on Job Postings in the left-hand navigation bar.  
 
2. Click Add a Job Posting.  
 
3. Complete the fields in the Add a New Job Posting screen.  
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FIGURE 5-3 Add a New Job Posting  
 
 
4. If this Job Posting is setup for no charge, click Submit for Approval; your Job posting has been 
submitted to your local chamber for approval. If this Job posting is setup with an associated 
charge, click Continue and complete the Job postings Checkout window and then click 
Purchase Now. See Figure 5-4.  
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FIGURE 5-4 Job Posting Checkout  
 
 
To delete a Job posting  
 
1. After clicking Advertising in the left-hand navigation bar, click to select the check box at the 
end of the row of the desired job posting.  
 
2. Click Delete.  
 
3. Click OK.  
 
Deleting a Job posting removes it from the local chamber website. It does not remove any 
associated billing charges. Talk to your local chamber representative for details related to billing. 
 
 
To edit a Job posting  
 
1. After clicking Advertising in the left-hand navigation bar, click the title of Job Posting that you 
wish to edit.  
 
2. Make the desired edits and click Save.  
 
3. Click Job Postings List to return to the list of Job postings.  
 


